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Acquisition Human Capital Plan (AHCP)
Due March 31, 2012


Agency Point of Contact for this AHCP
[bookmark: Text2]	Name:      
[bookmark: Text3]	Telephone Number:      
	
AHCP Template

Each agency covered by the Chief Financial Officers (CFO) Act is required to develop an annual Acquisition Human Capital Plan (AHCP) as a means to improve the strategic management of the agency’s acquisition workforce. This plan will address strengthening of all members of the acquisition workforce – contracting professionals, Contracting Officer’s Representatives (CORs), and Project and Program Managers (P/PMs), and others who contribute substantially to successful acquisition outcomes – and should be developed in consultation with other agency officials.    

To streamline and standardize this process for Acquisition Career Managers (ACMs), the Office of Federal Procurement Policy (OFPP) and Federal Acquisition Institute (FAI) have issued this template. Instructional boxes are provided throughout the template, and all response fields have been marked with a grey text box. 

Information from this template may be useful in preparing future budgets. For the next iteration, your AHCP will be maintained on the FAI website. It is important that you do not modify this template so that in future years, your agency can perform historical analyses of acquisition-related data. Please submit your agency’s AHCP electronically, using this Microsoft Word template, along with the agency-sponsored Acquisition Training Summary Spreadsheet, to Joanie Newhart (jnewhart@omb.eop.gov). If you have questions regarding your AHCP, please feel free to call her at 202-395-4821.


	Email Address:      



SECTION I. Strategic Alignment of Acquisition with Agency Mission

	Instructions: The President’s March 4, 2009 Memorandum on Government Contracting[footnoteRef:1] identified acquisition workforce development as a pillar for strengthened agency acquisition practices and improved government performance. Successful acquisition outcomes are a direct result of having the right personnel develop, manage and oversee agency acquisitions in accordance with sound acquisition management principles. The annual AHCP is a means to strengthen the agency’s acquisition workforce to improve acquisition outcomes.  [1:  Available at http://www.whitehouse.gov/the_press_office/Memorandum-for-the-Heads-of-Executive-Departments-and-Agencies-Subject-Government ] 

For successful acquisition human capital planning, agencies must consider, among other things, specific mission objectives, high-priority performance goals and the variety and complexity of agency acquisitions.  Further, agencies are encouraged to review GAO and IG reports or other information to identify areas of focus.
Please begin by answering the questions below related to your agency’s mission and the management of your agency’s acquisition workforce in FY11, as well as your goals for managing the acquisition workforce in the future.



1. What is your agency’s mission?
     
2. Please describe your agency’s significant accomplishments in managing and strengthening the acquisition workforce in FY11.
[bookmark: Text6]     
3. What are the most critical challenges in managing your agency’s acquisition workforce?
     
4. What are your agency’s goals for managing and strengthening the acquisition workforce in FY12, FY13 and FY14?
     

5. 

SECTION II. Acquisition Overview
A. Agency Acquisition Profile Information
	Instructions: Please complete Table 1: Agency Acquisition Profile Information below based on FY11 FPDS data. If you’d prefer, complete the information in Table 1 for all agency subcomponents (e.g., bureau, service, unit, node, etc.) in a separate document and submit it along with this plan. Be sure to provide only the agency-wide sum of your agency’s subcomponents in Table 1. Optional space has been provided to comment on your agency’s data, as needed.



Table 1: Agency Acquisition Profile Information
	1. Total Dollar Amount of Obligations 
a. Services
b. Supplies
	[bookmark: Text24]$     
     %
     %

	2. Number of Contract Actions (include all actions)
	     

	3. Number of Open Contracts (including delivery and task orders)
	
     




	Optional: Use the space below if you would like to provide additional information regarding responses in Table 1. 
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B.  Acquisition Workforce Data 
	Instructions: Complete Table 2: Acquisition Workforce Data by Functional Area for FY11 through FY13. If you’d prefer, complete the information in Table 2 for all agency subcomponents (e.g., bureau, service, unit, node, etc.) in a separate document and submit it along with this plan. Be sure to provide only the agency-wide sum of your agency’s subcomponents in Table 2. Please keep in mind the following when completing Table 2:
· Use data from the end of the Fiscal Year to fill in Table 2 (e.g., September 30, 2011 for FY11);
· Include the number of interns in your count of employees;
· Enter “0” if you do not have any interns in a functional area; and
· If you use an alternate calculation for any of the data below, please indicate the calculation method used in the optional space for comment provided after the table.

To provide additional context to the data below, you will be provided with the FY11 Government-wide 1102 attrition rate, as well as the FY11 attrition rate for your agency, via email when these data become available. 



Table 2: Acquisition Workforce Data by Functional Area
	
	1102s

	
	FY11
	FY12
	FY13

	1. Number of 1102 Employees
	     
	projected 
	projected 

	2. Percent of Workforce Certified
	     %
	projected%
	projected%

	3. Number in an Intern Program[footnoteRef:2] [2:  Can be either a formal intern program or an informal intern program as determined by the ACM, and should include Presidential Management Fellows (PMFs) performing acquisition functions] 

	     
	projected 
	projected 

	4. Attrition Rate (# of attritions during FY11 ÷ # on-board at start of FY11)
	     %
	projected%
	projected%

	5. Number of Retirement Eligible Employees
	     
	projected 
	projected 



	
	Contracting Officers Outside of the 1101 and 1102 Series

	
	FY11
	FY12
	FY13

	1. Number of Employees
	     
	projected 
	projected 

	2. Percent of Workforce Certified
	     %
	projected%
	projected%






	
	P/PMs
	CORs

	
	FY11
	FY12
	FY13
	FY11
	FY12
	FY13

	1. Number of Employees
	     
	projected 
	projected 
	     
	projected 
	projected 

	2. Percent of Workforce Certified
	     %
	projected%
	projected%
	     %
	projected%
	projected%

	3. Number in a Formal Intern Program
	     
	projected 
	projected 
	     
	projected 
	projected 



	Employees in the 1101 Job Series: How do employees in the 1101 series support your acquisition function?  To what extent should they have acquisition-related training and development?

	     
	





	Cost/Price Analysts: How many cost/price analysts does your agency have and what job series do they typically have?  How is your agency utilizing these individuals (i.e., pre-negotiation analyses, source selection, contract management)?

	     
	





	IT Specialized Acquisition Cadres: Please update your progress on analyzing the need for and implementing Specialized IT Acquisition Cadres.

	      









	Organization of Acquisition Function:  There is a constant evolution in the types of contracts used to acquire the variety of products and services needed by agencies. This evolution reflects changes in not only “what” is acquired, but also “how” it is acquired. Considering this evolution, does your agency plan to reorganize its acquisition function in any way to accommodate changes needed to effect better strategic sourcing, more effective service contracting, or any other strategic acquisition initiatives?  If so, please explain your planned changes below.

	     
	





	Optional: Use the space below if you would like to provide additional information regarding responses in Table 2 above. 

	[bookmark: Text73]     
	

























	Instructions:  If applicable, please complete Table 3: Acquisition Workforce Data – Other Acquisition Certification Functional Areas below for each additional acquisition functional area in your agency that requires a certification (e.g., logistics, test and evaluations). Select the appropriate functional area from the drop-down. 
Use the table below to specify the acquisition functional area; copy, paste and complete the table as needed for each additional acquisition functional area.



Table 3: Acquisition Workforce Data– Other Acquisition Certification Functional Areas
	
	Acquisition Certification Functional Area:
 Click Here and Select From Drop-Down

	
	FY11
	FY12
	FY13

	1. Number of Employees
	     
	projected 
	projected 

	2. Percent of Workforce Certified
	     %
	projected%
	projected%

	3. Number in a Formal Intern Program
	     
	projected 
	projected 





	Optional: Use the space below if you would like to provide additional information regarding responses in Table 3. 

	      





C. Strengthening the Role of the Acquisition Career Manager
	Instructions: The Acquisition Workforce Development Strategic Plan for Fiscal Years 2010-2014[footnoteRef:3] identified “Strengthening the Acquisition Career Manager (ACM) Role” as critical for improving the identification and development of human capital planning activities associated with the acquisition workforce. In support of this objective, please elaborate on the role of the ACM in your agency below. [3:  Available at http://www.whitehouse.gov/sites/default/files/omb/assets/procurement_workforce/AWF_Plan_10272009.pdf ] 




1. The position of ACM is a Choose One

1. Does your agency have one ACM to manage all certification programs, or multiple ACMs?      
2a. If multiple, please describe:      

1. [bookmark: Text55]The ACM works in the following office:      

1. [bookmark: Text56]The ACM reports directly to the following position:      

1. [bookmark: Text57][bookmark: Text58]There are       full-time staff and       part-time staff directly supporting the ACM and the Agency’s Acquisition workforce programs. 

1. There are ACMs in the agency sub-components (e.g., bureaus, services, units, nodes): Choose One

[bookmark: Text68]6a. If yes, please indicate the number of agency sub-component ACMs:      

1. The Acquisition training program is managed by the: Choose One 

	Plans for Strengthening the Role of the ACM: Is your agency planning to strengthen the role of the ACM?  If so, please provide details of how the role is being strengthened.  Also, please provide feedback on how OFPP can assist in strengthening the ACM within your agency.

	     



	Optional: Use the space below if you would like to provide additional information regarding responses to the questions above. 

	     


D. 
Agency Acquisition Workforce Competency Profile
	Instructions: Please indicate the competency proficiency strengths and weaknesses of your agency’s acquisition workforce below. Tables 4a, 4b and 4c have been pre-populated with your agency’s competency proficiency data for contracting professionals, CORs and P/PMs, respectively, using data from the 2010 Acquisition Workforce Competency Survey (AWCS). Review the pre-populated data and update, as needed, to reflect the current strengths and weaknesses of your agency’s acquisition workforce’s technical competency proficiencies. If desired, you may report the results of an alternate competency assessment(s) performed by your agency to identify technical competency strengths and weaknesses.
It is recommended that your agency’s competency data be taken into consideration when identifying and evaluating potential human capital initiatives. For more information on the AWCS, please visit FAI’s competency survey website.



Table 4a: Acquisition Workforce Competency Proficiency Profile: Contracting Professionals
	Confirm or update the five strongest technical competency proficiencies for contracting professionals at your agency.
1. 
2. 
3. 
4. 
5. 

	Confirm or update the five weakest technical competency proficiencies for contracting professionals at your agency.
1. 
2. 
3. 
4. 
5. 





Table 4b: Acquisition Workforce Competency Proficiency Profile: CORs 
	Confirm or update the five strongest technical competency proficiencies for CORs at your agency.
1. 
2. 
3. 
4. 
5. 

	Confirm or update the five weakest technical competency proficiencies for CORs at your agency.
1. 
2. 
3. 
4. 
5. 



Table 4c: Acquisition Workforce Competency Proficiency Profile: P/PMs
	Confirm or update the five strongest technical competency proficiencies for P/PMs at your agency.
1. 
2. 
3. 
4. 
5. 

	Confirm or update the five weakest technical competency proficiencies for P/PMs at your agency.
1. 
2. 
3. 
4. 
5. 



	
	Optional: Use the space below if you would like to provide additional information regarding responses to the questions above. 

	     




SECTION III. Acquisition Human Capital Initiatives
A. Agency-Sponsored Acquisition Training Events
	Instructions: Please answer the questions below regarding major acquisition-related outreach events at your agency. 
OFPP and FAI are interested in reducing duplication of course curriculum among agencies and leveraging existing training. To that end, please complete the Agency-Sponsored Acquisition Training Summary Spreadsheet for all existing training courses, as well as training courses to be designed in FY12, and submit the Spreadsheet along with this AHCP.



1. Did your agency hold major acquisition-related outreach events (such as webinars, seminars, conferences, etc.) in FY11? If so, please describe each one using the format below. Copy and paste the table for each major acquisition-related outreach event, as needed.

	a. Type of outreach event:      

	b. Agency-wide or agency subcomponent (e.g., bureau, service, unit, node, etc.):      

	c. [bookmark: Text71]In-person or Online:      

	d. Were other agencies invited? Choose One

	e. Does your agency plan to hold any major acquisition-related outreach events in FY12? Choose One

	f. If so, would these be available to other agencies? Choose One





2. Please complete the Agency-Sponsored Acquisition Training Summary Spreadsheet and submit it along with the AHCP. Note that the spreadsheet contains two tabs (pictured below); agency-sponsored training courses offered as part of certification program should be summarized in the “Courses for Certification” tab, while courses offered for CLPs, as well as all other courses, should be summarized in the “Courses for CLPs or Other” tab.

[image: ]



	Optional: Use the space below if you would like to provide additional information regarding responses to the questions in this section. 

	     




B. FY11 Human Capital Programs and Initiatives 
	Instructions: Please use Table 5: FY11 Human Capital Program/Initiative Reporting Template to briefly describe the acquisition-related human capital programs and initiatives (excluding training courses) managed by the ACM or Acquisition Office in FY11. 
1. Begin by categorizing each program/initiative using the Office of Personnel Management’s (OPM’s) Human Capital Assessment and Accountability Framework (HCAAF), which provides a consistent, comprehensive structure for human capital management across the Federal Government
1. Copy, paste and complete Table 5 for each program/initiative

The HCAAF has 3 broad categories under which your agency’s human capital programs/initiatives can be classified:

1. Leadership and Knowledge Management
1. Workforce and Succession Planning
1. On-boarding
1. Coaching
1. Mentoring
1. Individual Development Planning and Career Path Management
1. Knowledge and Best Practice Sharing

1. Results-Oriented Performance Culture
1. Awards, Incentives and/or Recognition Program
1. Performance Management
1. Diversity and Inclusion

1. Talent Management 
1. Recruitment and Outreach
1. Hiring 
1. Intern Programs

Note: You are not expected to have an initiative for each category and/or sub-category – only those that relate to current programs and initiatives.





Table 5: FY11 Human Capital Program/Initiative Reporting Template
	HCAAF Category: Choose One 

	HCAAF Sub-Category: Choose One 

	[bookmark: Text53]Program/Initiative Title:      

	Program/Initiative Description and Purpose: 
[bookmark: Text54]     

	Progress in FY11: 
Describe the steps that were taken to manage this program/initiative in FY11. 
      

	Evaluation and Outcomes: 
Was the program successful?
     
If yes, how did you know it was successful? 
     
OPTIONAL:  Please provide metrics you used to determine the success of the program. 
      

	Next Steps: 
What are the key next steps to be taken regarding this program/initiative in the future? 
[bookmark: Text66]     
What are the intended outcomes in the future? 
     
How will the intended outcomes be measured in the future?
     









C. Agency Recruitment and Retention Incentives
	Instructions: Please use the drop-down options in Table 6: Effectiveness of Recruitment and Retention Incentives to indicate how helpful the following recruitment and retention incentives have been for managing the acquisition workforce as a whole at your agency over the course of FY11 and so far in FY12. Space is provided to provide one “other” example of effective recruitment and retention initiatives at your agency; if you’d like to provide more than one additional example, please use the optional space provided below Table 6.



Table 6: Effectiveness of Recruitment and Retention Incentives
	Incentive
	Frequency of Use
	Utility
	Comments

	Recruitment Incentives
Please Specify:      
	Choose One
	Choose One
	     

	Relocation Incentives
	Choose One
	Choose One
	[bookmark: Text51]     

	Student Loan Repayment
	Choose One
	Choose One
	     

	Tuition Assistance
	Choose One
	Choose One
	     

	Performance Awards
	Choose One
	Choose One
	     

	Special Pay Incentive
	Choose One
	Choose One
	     

	Telework
	Choose One
	Choose One
	     

	Alternative Work Schedule 
Please specify:      
	Choose One
	Choose One
	     

	Other 
Please Specify:      
	Choose One
	Choose One
	     




	Future Agency Focus: Does your agency plan to focus on any of these incentives in the future?  If so, please provide information on the incentive and how your agency plans to utilize it in the future.

	     



	Optional: Use the space below if you would like to provide additional information regarding responses in Table 6.

	     




SECTION IV. Acquisition Human Capital Initiatives Action Planning
A. Action Planning
	Instructions: Use Table 7: Action Planning Template on the following page to plan for the key acquisition-related human capital programs and initiatives (excluding training courses) (1) to be implemented by the ACM or Acquisition Office in FY12, (2) for which new resources were requested in the FY13 President’s Budget, and (3) which are anticipated for FY14.  Agencies are encouraged to review their AHCP from March 2010 and the subsequent update in which the agency identified strategic objectives, outcomes and priority goals for FY10 through FY14.  Copy, paste and complete the Action Planning Template, as needed, for each key acquisition-related human capital program and initiative to be implemented by the ACM or Acquisition Office.

To maximize the benefit of the action planning process, collaborate with key agency stakeholders, including the Chief Human Capital Officer (CHCO), Chief Acquisition Officer (CAO), Chief Financial Officer (CFO) and other acquisition professionals. You will be asked to provide a status update on these initiatives in next year’s AHCP.

A sample Action Plan has been completed for you for OFPP/FAI’s new Presidential Management Fellow (PMF) track in Acquisition; please further develop this PMF example for your AHCP, as appropriate.



	Agency Budget Process: How are the initiatives planned for FY14 being considered in the agency budget process?

	     




	Table 7: Action Planning Template – for example only; various details are still being determined in conjunction with OPM

	Planning

	HCAAF Category: Choose the HCAAF Category

	HCAAF Sub-Category: Choose a Program/Initiative

	Program/Initiative Title: 

	Brief Description of Purpose: 
[bookmark: _GoBack]
What need prompted the development of the initiative, and how was this need identified? Cite specific quantitative and qualitative data.
[Indicate the reason that your agency has chosen to participate in the program]

	Initiative Manager/Primary POC (Within Agency): 

	Implementation

	FY12 Implementation Steps
	Accountable
Representative(s)
	Timeline for Completion

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	Evaluation

	Intended Outcome(s)
	Evaluation Strategy 
(i.e., Metrics and Collection Methods)

	
	· 




Additional Human Capital Programs and Initiatives
	Additional Human Capital Programs and Initiatives: What Government-wide acquisition-related human capital program and initiatives (excluding training courses) would you like FAI to consider implementing?
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Spreadsheet along with this AHCP.

1. Did your agency hold an acquisition-related conference in FY'11? If so, please describe it
below.

Number of attendees
Length:
Location (city):
Were other agencies invited? Choose One
Does your agency plan to hold this conference in FY12? Choose One
If applicable, please provide a link to the conference website:

Please complete the Agency-Sponsored Acquisition Training Summary Spreadsheet and
submit it along with the AHCP. Note that the spreadsheet contains twa tabs (pictured
below); fraining courses offered as part of in the “Courses for Certification” tab, while
courses for CLPs and all other courses should be summarized in the “Courses for CLPs
or Other” tab.
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